
Your Shopping Cart

TourUnlock the 

“POWER”

of V6.1

To navigate through this Tutorial use your mouse,
or Page Up or Down Key



Welcome to the new
DOD EMALL

Shopping Cart
experience

Let’s login with your 
“User name” and 

“Password” and begin 
our tour



Move the cursor from 
the Orders Tab to the 

“Shop” Tab and click on 
“Catalog Search”



Let’s begin by doing 
a simple search and 
creating a cart

Let’s begin by doing 
a simple search and 
creating a cart

We will type the word “Bolts” in 
Keywords and click “Search”



To assist your search, we 
offer you Frequent Match 

Categories.  
If you need to refine your 

search, click on one of 
these

Here are the 
results of your 

Keyword 
search



Change the quantity if desired and 
then  click on the ADD button



If you want more than one 
item, click on the boxes next 

to the items you want and  
you will see a green arrow 

indicator.

Click “Add Selected to Cart”
and the items checked will be 
added to your shopping cart



The line count 
indicates  the number 

of different items 
added to your cart. 
Don’t confuse line 

count with quantity. 

If you want to change the 
Quantity for a particular line 

item, type the quantity 
desired and click the Green 

“Change” Icon



Note, you still have 3 line 
items but the quantity 
change to 10 items 

increased the total from 
$43.54 to $204.28

Next, let’s look at how we 
can save this Shopping 
Cart and review other 
features.

Click on “Cart Summary”
to view our cart

For example, we 
changed the 
quantity to 10 

items



If you have a group of items you order 
regularly, you should save your cart for 
future re-use.  You can have many 
saved carts, each with a name of your 
choosing.  If you don’t choose a name, 
DOD EMALL will name it with your user 
name, followed with a number. 
This cart is named (K83nekk-40)

If you decide to 
save a cart, click 
on this button

This is the Shopping 
Cart you have created

This is the Shopping 
Cart you have created



This pop up box 
appears after 
you click on the 
Save button

Your cart name will 
be pre-filled with 
your login name and 
number.



To name your cart something 
of your choosing, highlight the 
name in the box. 



Enter the name you 
choose, in this case, 
“My Shopping Cart”

Click on 
“Save” when 
you’re done



The Name of your cart is 
added after CURRENT 
CART

The brown box at top of 
cart, indicates your cart 
was saved



Now let’s make a Cart memo
by clicking the “Edit Memos” button



This screen allows you 
to input a memo that 
pertains to the whole 

cart.

type in a memo to tell you this "Shopping Cart" is saved with
the bolts you need every month.

After typing in your 
memo click the “Save 
Memo Edits” button

type in memo to remind yourself to order this item once a month

Use this bolt on Vehicle #777

Only order 10 of these items per order

You may also want to input 
individual memos for one or all 

your items. 



And now you can see the  
memos have been saved at 
the “Cart” level and the line 
“Item” level 

And now you can see the  
memos have been saved at 
the “Cart” level and the line 
“Item” level 



A really great way to search for 
your saved carts or specialty 
stores, is using this feature.

You can search for your carts 
and Specialty Stores  by  
keyword.  Select the Fields 
and Types to be searched & 
type your keyword(s).



Here is the “Find Carts” box.  

You can make 
this Search a 
very powerful tool 
for your use

For example, if you assign 
Local Stock Numbers 
(LSNs), you can add them 
as line items Memos and 
easily search for the LSN 
later.  

Or, if you have Project 
Codes or Job Order 
numbers you charge to, you 
can save those reference 
numbers and quickly locate 
your project or fund issues.



Click this 
Question 
Mark …

…And this box pops up 
explaining in more detail 

how you use this valuable 
search feature.

Click “Close”
when done



Enter the keyword or 
words you are searching 
for in your cart

Specify the areas you 
want searched in the 
“Fields” and “Cart Types”

Then click 
on “Search”

cart



Results are 
quickly displayed!  

To retrieve the cart 
just click on the 
Saved Cart name



Here is the cart 
with your memo



If you are a “Shopper” (someone who 
can not actually spend money), you 
can create and save your Shopping 
Cart and then send it to an “Orderer”
who can finalize the cart for you

If you are a 
“Shopper” you 
will not see any 
checkout buttons

“Orderers” can share 
Shopping Carts, too.  If a 
colleague has a similar 
need, you can “send”
them a copy of your Cart

Click on this 
button to send a 
cart to a colleague



There are three different 
ways that you may send 
your cart.  If you know the 
User ID of the person you 
are sending the cart to, 
type their ID in first box 
and click on “Go”.



The E-mail address is 
filled in for you 
automatically and a 
text box allows you to 
include a message

When your 
message is 
complete, click 
on “send”

Please review contents of shopping cart.



After you send your 
cart, you will receive 
a confirmation 
message.  Click on 
“Return To Current 
Cart”.

Please review contents of shopping cart.



Use this 
option if you 
do not know 
the User ID of 
the person 
you want to 
send the cart 
to

Click on “Go”



Provide values 
in one or more of 
the fields, then 
click on “Find”



DOD EMALL will bring 
up all accounts that 
meet your search 
criteria.  Select the one 
you want by clicking on 
“Click to view”



If this is the correct 
e-mail address,  
click “OK”…



Then, click on the “Account 
ID” that was “ok”



DOD EMALL automatically 
fills in E-mail addresses

Add a message, 
if desired

Click “Send” and a 
copy of your cart and 
message is sent to 
the E-mail address



You will receive a confirmation 
message that a copy of your 
cart was sent.  Click on 
“Return to Current Cart”.



Use the 3rd option to 
send your cart to 
someone who does 
not have an account 
in DOD EMALL.  
Click on “Go”.



All 3 methods of sending a cart 
will cause an e-mail message to 
be sent to the e-mail recipient 
with an attached copy of your 
cart.  Your message will appear 
in the body of the e-mail.

Notice, 
the “Special” Note 

From Sender” can be 
instructions, reason 

for the purchase, etc.Please review contents of shopping cart.



Let’s go back to our 
shopping cart and 
explore some of the 
other options 

Please review contents of shopping cart.



Click on
“Saved Carts”

Saved Carts are where you 
will find all the carts you 
have saved and can be re-
used as needed



This brings up your 
“Saved Carts Listing”.  
Click on the “Saved”
cart you want to view. 

DOD EMALL will take 
you to the saved cart 
you selected

Lets click on the 
cart  named: karl 



To continue  
processing this “Saved 
Cart”, you must set it 
as your current cart.

Notice the 
difference in 

these two totals, 
$204.28 was 
your previous 

cart called 
“Shopping Cart”

This Saved 
cart called 
“karl” has a 

total of 
$1,019.93
And the 

prices are 
indicated 
(Stale)



After clicking on “Set As 
Current” for our cart called 
“karl” this box appears and 

asks you if you want to save 
you current cart (before 

switching to “karl”). 

Click ok to 
proceed or 
Cancel to 
go back



Now the Current 
Cart View is the cart 

called “karl”
Notice Sum Total 

and Total Extended 
Price are now the 

same
And, check this out! 
Every time you bring 
up one of your saved 
carts DOD EMALL
will “refresh” stale 

prices and availability 
so you have the most 

current information



Let’s explore some 
of the other tabs

Click on “Carts 
For Action” tab



Let’s click on Cart named Simon1 

CARTS FOR ACTION 
are used when a shopper or orderer 

sends a cart to an individual for approval 
or for further processing. 

CARTS FOR ACTION 
are used when a shopper or orderer 

sends a cart to an individual for approval 
or for further processing. 

After clicking on the 
"Carts For Action" tab 
here is your list of 
pending orders. Click 
on the pending order 
that you want to view

Notice that whatever 
action we select, the 
words on the toolbar are 
highlighted in yellow.



DOD EMALL will take 
you to the pending 
order you selected

To continue  processing 
your pending order, you 
must set cart to your 
current cart



Let’s explore some 
of the other tabs

Click on “Sent Carts”



Here is the list of 
“Sent Carts”
indicating cart name, 
where it was sent to 
and date sent.

Here is the list of 
“Sent Carts”
indicating cart name, 
where it was sent to 
and date sent.

Clicking on cart 
name will take you 
back to where you 

can continue to 
shop or checkout.

The Sent To indicates 
the user login that you 

sent the cart to



This is an 
example of the 
email the user 
will receive 

This is an 
example of the 
email the user 
will receive 

Please review contents of shopping cart.



As you can see the 
email matches the 
cart you clicked on 
from the “Sent  
Carts” list

As you can see the 
email matches the 
cart you clicked on 
from the “Sent  
Carts” list

To continue 
shopping with this 

cart you would need 
to click on  “Set As 

Current”

Let’s explore 
another area 
called “Cart 

History”
Please review contents of shopping cart.



Clicking on the “Cart 
History” tab will allow 
you to review, or make 
active, any cart that you 
have created.

To remove carts no 
longer needed, click 

the appropriate boxes 
and then click on 
“Delete Selected”

Let’s click on 
“Cart History”

Name: 
KA83NEKK-25



The cart comes up 
as “Checked-Out 
Cart View.” To 

reactivate this cart 
click on “Set As 

Current”



This screen is telling 
you that your Cart in 
History was postal 

Code 49015 and your 
new Shopping Settings 
are Postal Code 49017
Click the appropriate 

Settings



And here is 
your History 
Cart ready to 

Checkout



You have completed the Your 
Shopping Cart Tutorial.  You are now 
ready to login and begin your V6.1 
DOD EMALL shopping experience.



Thanks for taking 
our Tour 

And
unlocking the

POWER of V6.1!

Thanks for taking 
our Tour 

And
unlocking the

POWER of V6.1!

Please view other EMALL On-Line Tutorials:
Registration

Account Options
Searching Catalog and Results

Your Shopping Cart
Checkout Options

EMALL Orders
DLA Orders

Stockout Reports
Power Shopping

On Demand Manufacturing (ODM)
Collaborative Task Order (CTO)

Electronic Task Order (ETO)
Material Receipt Acknowledgment (MRA)

If you need assistance 
please call

EMALL Help Desk
DOD EMALL Customer 

Service Only: 
1-877-DLA-CALL
1-877-352-2255 
OCONUS Users 
1-269-961-7766
DSN 661-7766 

Email
dod-emallsupport@dlis.dla.mil

mailto:dod-emallsupport@dlis.dla.mil

